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SUMMARY 
Primarily responsible for all aspects of recruiting including managing job requisitions, establishing a recruitment strategy, and ensuring internal selection and hiring processes are followed.  Additionally, carries out responsibilities in some or all of the following functional areas:  employee relations, training and development, health and wellness and other HR related initiatives.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties may be assigned.

General

· Participate in the development, achievement, and tracking of HR Department goals.
· Demonstrate the corporate values in all interactions.
· Establish and follow through with personal development goals to support the success of the company and personal growth.
· Seek to improve operational efficiency.

Recruitment
· Develop recruitment strategies to achieve required staffing levels. Utilize social networking sites as a recruiting option. Conduct web searches on a per position basis as needed.  
· [bookmark: P9_485]Meet with managers to develop specific recruiting plans. Work with internal management team to draft job posting and advertising content.  Ensure timely internal and external posting.
· [bookmark: P10_543]Develop and maintain professional relationships with college, university and community college placement offices as a source to generate qualified applicants. 
· [bookmark: P11_704]As needed, direct the efforts of employment agencies and search firms including negotiating and controlling employment related fees. 
· Maintain adequate records on recruitment sources to ascertain costs and resulting applicant flow. 
· Responsible for developing content for WennSoft.com Careers portal.
· Participate in job fairs as needed.  
· Track all incoming applications in accordance with established company policies and procedures. Record all steps in the recruitment process as they occur.  
· Notify applicants regarding acceptance or rejection for employment.
· Select candidates for interview.  Coordinate interviewing schedules with company managers and supervisors.  Conduct interviews to obtain information such as work experience, education, training, and occupational interest.  Inform interviewed applicants of company benefits and applicable policies.  
· Conduct or coordinate referencing, background checks, applicant skill testing, or license approvals as required.  Maintain all documentation used in the recruiting process.  Record pre-employment test scores. 
· Ensure pre-employment testing is appropriate, helpful, consistent, and correlated to the positions for which testing occurs.
· Once candidates have been selected for placement, assist hiring manager with preparation of offers, coordinate all pre-hire paperwork to solidify hire date and compensation package, and schedule orientation.
· Create and maintain information on hiring metrics including but not limited to: time to fill, cost per hire, and statistics on posting source. 
· Participate in recommending recruitment budget.

Human Resources
· Participate in the Great Place to Work Committee.  Assist with development and execution of projects and programs.
· Assist with compensation management by ensuring job descriptions are kept current and evaluating jobs to ensure proper placement in our salary structure.  
· Track completion of quarterly performance evaluations and annual professional development discussions.
· Assist in organizational training and development efforts.
· Serve as backup to the HR Director on orientations, benefits administration, exit interviews, and HRIS tasks.
· Assist team members with general inquiries.
· Perform miscellaneous tasks as required.


SUPERVISORY RESPONSIBILITIES 
This job has no supervisory responsibilities.

QUALIFICATIONS
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE 
Bachelor's degree (B. A./B.S.) from four-year college or university and 3 to 5 years experience.

REQUIRED TOOLS AND TECHNOLOGY
Working proficiency in Microsoft Word, Excel, Outlook, PowerPoint, and Access (or other Relational Databases).  

LANGUAGE SKILLS 
Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.  Ability to respond effectively to the most sensitive inquiries or complaints.  

MATHEMATICAL SKILLS 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

REASONING ABILITY 
Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

OTHER KNOWLEDGE, SKILLS, OR ABILITIES
Other skills needed to perform this job include active listening; critical thinking; learning strategies; ability to monitor or assess performance of others or the organization; resource management; social skills; and judgment and decision making skills.

While performing the duties of this job, the associate will need to have knowledge of business and management principles; administrative and clerical procedures; customer service; personnel and human resources; and computers and electronics.

This position requires a high degree of independent judgment as a primary decision maker in the hiring process.

CERTIFICATES, LICENSES, REGISTRATIONS 
Current, valid Wisconsin Driver’s License (with record acceptable to our insurance).  PHR (Professional in Human Resources) certification preferred.

PHYSICAL DEMANDS  
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle, or touch; talk or hear; and lift up to ten pounds.  Specific vision abilities required by this job include close vision.

WORK ENVIRONMENT  
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  

The noise level in the work environment is usually quiet.

Occasional work-related travel and working off hours or weekends for company events or to accomplish work activities is expected.
